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IDEA EXCHANGE
By THEIA A. CASCIO, California
Contributed by Mrs. Henrietta Marr,
Accountant with James M. Udall, Inc.
Los Angeles, Calif.

SIMPLIFIED SYSTEM FOR INSUR
ANCE AGENTS, BROKERS, GENERAL
AGENTS
What is termed a “No-Posting” Account
ing record has been adopted by many in
surance agents to simplify procedures. It
is economical, too, inasmuch as only super
visory work is required of an experienced
accountant; the detail can be handled by a
good, accurate typist.
It consists of a manifold set (7-part snapout form) which prepares the INVOICE (or
Credit Memo), the 30-day MONTHLY
STATEMENT, EXPIRATION NOTICE,
COMMISSION DISTRIBUTION, and fur
inshes the detail necessary for maintenance
of the POLICY REGISTER, ACCOUNTS
RECEIVABLE LEDGER, ACCOUNTS
PAYABLE LEDGER, COMPANY STATE
MENT, and LINE RECORD all done at one
insertion in the typewriter.
Naturally, some of these copies do not con
tain all the information typed. This is done
by shortening certain copies and omitting
carbon from spots in others. A very complete
standard form, offered by Moore Business
Forms, is readily adapted to most agents,
and can be used as a starting point in set
ting up the system. The seven parts are
broken down as follows:

7. The Expiration or renewal reminder
copy, filed according to expiration date as a
tickler, and mailed out as a renewal notice
to the assured.
Inasmuch as the parts of this form are
widely distributed after being torn apart,
and therefore corrections of errors would be
difficult, it is wise to re-check each typing
carefully with the policy before the form is
snapped apart. In training a new employee,
this checking should be done by the super
visor until the accuracy of the typist is well
established, and the importance of accuracy
impressed upon her.
*

*

*

Note by Idea Exchange Editor:
A similar snap-out accounting system is
used in public utilities companies with great
success. However, the method is not feasible
for all businesses and careful study should
be made before installing something similar
in other lines. For instance, a moving and
storage business experimented with it at
one time, only to discard it after a couple of
months. There is a definite disadvantage to
this loose paper Accounts Receivable Ledger
when customers are permitted to pay on
account or when accounts may accumulate
to the point of drawing interest or penalties.

*

*

*

Following submitted by M. Gail Rice,
Grand Rapids, Michigan

1. The Invoice (or Credit Memo), which
CUT-OFF JOURNAL FOR FIXED
is mailed to the insured along with the
policy.
JOURNAL ENTRIES
2. The Permanent Policy Register copy,
Time can be saved by using the CUT-OFF
filed in numerical sequence.
JOURNAL SYSTEM for regular or fixed
3. The Premium Reminder copy, used as entries pertaining to each accounting per
a follow-up if the premium is not paid when iod. This is particularly true in smaller
due.
businesses, where entries are repeated
4. The Accounts Receivable copy, filed in monthly for such expenses as: FICA taxes,
State and Federal Unemployment Insurance
alphabetical order, in name of assured.
taxes, Real and Personal Property taxes,
5. The Accounts Payable copy, filed ac insurance, depreciation, and other expenses.
cording to the insuring company.
Any regular sized columnar sheet may be
6. The Commission memorandum copy, used with columns enough to take care of
the debits and credits for the pertinent
for reimbursement of salesmen.
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accounts, such as: Manufacturing Expenses,
General and Administrative Expenses, Sell
ing Expenses, Shipping and Receiving Ex
penses, and General Ledger. Headings
should be at the top of the columns for those
accounts; while the extreme left or the Des
cription Column will carry the complete
journal entry, listing the proper accounts
and account numbers. This latter descrip
tion need be typed or written only once for
the year, as the pages for each succeeding
month are “cut-off” at the column following
the Account Number so as to eliminate the
need for repeating the Journal Description
each time.
When all journal entries have been made
by inserting the proper figures for a given
accounting period, add, cross foot, and the
totals of the expense items are ready to
post in one posting to the General Ledger
expense control account. The entries in
the General Ledger column will have been
posted to the General Ledger accounts at
the time of posting the individual amounts
to the subsidiary ledger. The expense sub
sidiary gives a complete detail of each in
dividual expense account, which can be
used very nicely for cost purposes.
Following submitted by Theia A. Cascio

BANK DEPOSIT PREPARED ON
BOOKKEEPING MACHINE
Those who have mechanical bookkeeping
installations are seeking constantly for fur
ther means of utilizing the machine to ad
vantage. The preparation of the Cash Re
ceipts Journal, the Bank Deposit, and the
posting of payments to the Accounts Re
ceivable Ledger in one operation is a good
time-saver.
The forms can be set-up in many ways,
—depending upon the type of machine and
the particular business. One very satisfac
tory procedure starts with the Bank Deposit
at the extreme left, followed by miscellane
ous General Ledger account numbers with
corresponding debit or credit, and with the
Accounts Receivable payments posted at
the extreme right side. Payments are
printed directly to the Accounts Receivable
ledger cards as the Cash Receipts Journal
is prepared.
When the Journal is removed from the
bookkeeping machine, there is only the one
operation left:—posting the miscellaneous
General Ledger items including the total
payments to Accounts Receivable as a credit

in that control account, and the total of the
Bank Deposit as a charge to the Bank.
Among the advantages for this procedure
are:

1. Copy of the Bank Deposit becomes an
integrative part of the Cash Receipts Jour
nal.
2. One operation completes the deposit,
the Cash Receipts Journal, and the posting
to Accounts Receivable.
3. The proof of the register totals assures
accuracy of all entries.
4. The payments to Accounts Receivable
are always current.
*

*

*

WHAT’S NEW IN READING
(Continued from page 10)
Dr. Paton analyzes production, division
of the product, and the productive facilities
of both man and nature. He discusses the
division of labor, goes into all the com
plexities of money and exchange, and shows
why it is imperative that we return to the
Gold Standard. The constructive value of
competition is set forth, and the necessity
for corporations.
The book is important not only for the
ideas expressed but because it indicates the
expanded interest of the accountants in
government and social affairs. The free,
easy-to-read style of writing as well as the
keen analysis of today’s important economic
problems makes this book a must for per
sons interested in these problems.
*

*

*

A radical is a man with both feet planted
firmly in the air.
—Franklin D. Roosevelt.

*

*

*

Most of us know how to say nothing—few
of us know when.
*

*

*

Some cause happiness wherever they go;
others, whenever they go.
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